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The following guidance was created to provide assistance with some of the frequently used functions of Microsoft

PowerPoint, as well as to provide resources for help and training.

Please note that the SCBC and ECQA Center Templates exist as resources to make formatting easier and more

straightforward. They can be found at

https://workspace.icfi.com/hscd/ees/occprojects/TANetwork/Templates/Forms/Allltems.aspx and

https://workspace.icfi.com/hscd/ees/occprojects/Quality/Templates/Forms/Allitems.aspx. Templates will also be

available in Center Resources on each Center’'s workspace.

Specific topics addressed in this tip sheet include the following:
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How to Find Help e N y

deleting a slide + P Search ~

PowerPoint Help Function

To search for help, click on the question mark at the top right of your
computer screen and type in specific key words. You may also press F1 at the
top of your keyboard to access the Help Function.
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Delete a slide

Delete a slide. To delete a slide from your presentation, do
the following: On the View tab, in the Presentation Views
group, click Normal. On the left pane that ...

Add, rearrange, and delete slides

Add, rearrange, and delete slides. The single slide that
appears automatically when you open PowerPoint has two
placeholders, one formatted for a title and the other

Change or delete a placeholder

Change or delete a placeholder. You can change a
placeholder by resizing it, repositioning it, or changing the
font, size, case, color, or spacing of text within it.

Change or remove transitions between
slides

Change or remove transitions between slides. You can
change slide transitions, set different properties or timings
for transitions, and remove slide transitions from
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https://workspace.icfi.com/hscd/ees/occprojects/TANetwork/Templates/Forms/AllItems.aspx
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Use Google to Find Help

Google searches can provide helpful links to how-to documents and tutorials. In order to target the most useful
information, be very specific about what you are searching for.

GO 8[{‘: deleting a slide in Power Point “

Specific Functions: How To...

Add a Slide

1. Click the slide located before your intended new slide.

2. If you would like your new slide to have the same layout as the slide prior, you may simply click New Slide in
the Slides section of the Home tab.
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. Tip: If you would like your new slide to have a different layout, click the arrow next to New Slide and
% select your desired layout from the choices.
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Delete a Slide siaee | o
Slides Tables Images
1. Right click the slide you would like to delete, and then click Delete ! :
slide.

2. To delete multiple sequential slides, click the first slide that you want
to delete, press and hold the Shift Key while you click the last slide 2 _l ~
that you want to delete, right click any selected slide, and then click ] & o

Delete Slide. = cop
3. To select and delete multiple nonsequential slides, press and hold the 3 i i
Ctrl Key while you click each slide that you want to delete, right click = el la
any selected slide, and then click Delete Slide. (5] NewSiide
= Duphicate
I l_;;‘ Delete Slide -
Copy and Paste a Slide S Reseron
L_d Publish Slides
B .o (e | bmen w L Select _the_slide you would like to copy, 5 o .
=N=: F D - right click it, and select Copy. b ;" . B
}_ =) -g . . . . : Reset Slide
i | pmi Snine Sc:?njhm o 2. To copy multiple sequential slides, click &) Format Background...  yrgy
Slide~  ~ Pitures = Albt the first slide that you want to copy, press 6 e
oiles | Jodles _ - Images and hold the Shift Key while you click =5 A Hide Side _en
1 e || the last slide that you want to copy, right e
click any selected slide, and then click Copy.
=& 3. To select and copy multiple nonsequential slides, press and hold the Ctrl
2 ~ Key while you click each slide that you want to copy, right click any selected

slide, and then click Copy.

4. To paste the slide(s), click between the slides where you'd like the copied
slide(s) to go, right click, and select Paste.
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2
Copy Content to a New Template

1. Copy the slides you would like to transfer by following the E
directions above. . ud b Cut

2. If you would like your slides to adopt the template of the new 3 BB Copy
presentation, right click the slide (in the new presentation) that —_—— Le.wTEO zpmf
you would like your copied slides to follow. S ZIN

3. Under Paste Options click the first clipboard option, Use Dup“i:j;hde
Destination Theme. B Delete Slide

4. After your copied slide appears in the new template, you may 4 T < O Add Section
have to remove any headers or footers that overlap with the new S EQ Publish Slides
template. :

"B Leyout »
iz %] Reset Slide
5 ‘S] Format Background...

Intrody

“. §I Al Hide Slide
;i\

Technology Notes

* You will hear the presentatinnthraygh your

Ccut

computer speakers; =

* Q&APod (top middle) = 4 | juestions
here; and e

* Chat Pod (bottom m|dc?
immediate needs here.

Reminder - if you experienc® ifficulties,
this Webinar is being record ,, ;""" "rcording will
be sent to all registrants. 4 Format Tex Ffects.

Format Shape...
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Merging Two Presentations into One

1. Open the presentation into which you want [p SR =] H g
to insert another presentatlon' FILE HOME INSERT DESIGN TRANSITIOMS ANIMATIONS SL
2. Click on the slide before the space where a0 Cut [ Layout - < .
y . . noA
you’d like the external slides to go. O Copy £ Reset .
Paste _ New : i B I U S abc AV. A3 A
3. Click on the New Slide button and select - Format Painter | gfige~ D Section -
Reuse Slides... Clipboard || Equity

4. Under the “Insert Slide from:” box, click on
Browse then Browse File. Find the
presentation you want to insert on your
computer and click open.

Title and Content Section Header

' i H H i
Reuse Slides v
Outline .
feEaiie DI Two Content Title Only Content with
C:\Users\32268\Desktop\OCC Quality ~ | |3 == B ) Caption

= =
Jrowse T L

(A iR Bt
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Browse Slide Library...

You can reuse slid

Blank 1_Blank

other PowerPoint Browse File... ] [

FlrESEﬂtEtlDﬂ- i) Duplicate Selected Slides

r|j Slides from Outline...

5. The slides will show up in a bar on the right
of your screen. At the bottom of the bar,
click on Keep Source Formatting so that the slides stay formatted the way they were meant to.

ot |=] Reuse Slides...

.
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Reuse Slides b

Inzert slide from:
ChUsers'\32268\Desktop' 1411 CCS55 + | (=

Browse =

Shdes: 6

A R S
S8 T stide1

Slide 2
— -1
Slide 3
— k-
1. Slide 4
why o
= L
e Slide 5
— -1

+| Keep source formatting

6. To insert slides, click on them once. They will be added to the presentation.

Inserting Pictures, Audio, and Video into Slides

Inserting Pictures from the Picture Library into a Slide

1. Find the picture you'd like to include in the Picture Library on the portal. Click the picture in the list to get
to the individual picture record.

2. Right click on the picture and select Copy.

.
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-___________________________________________________________________________________________________________________________________________________________________________
[FEdit tem | X Delete Item | @3Manage Permissions = S3Manage Copies | [fjCheck Out | Alert Me

Name adults applauding

Title

Preview

Open link

Open link in new tab

Open link in new window

Save target as...
Print target

Show picture
Save picture as...
E-mail picture...
Print picture...

Go to My Pictures
Set as background

Cut

Copy
Copy shortcut

Paste
L

Nacreintinn L o e e

Go to the slide where you'd like to put the picture.

Right click where you'd like the picture to go, and click Paste.

Click to add title . TIP:Ifyou

& wantto
resize the picture,
be sure to avoid
warping by clicking
and dragging
diagonally. Don’t

just make the
e image wider without
== AN _ making it taller, or
: vice versa.

Picture (U)

*Office of Child Care
@ Child Care State Systems Specialist Network e
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Inserting audio or video into a slide

] )

Video Audio Screen
i ~  Recording 3. Browse to where the audio or video is located on your
E% BrkneAideo:: computer and click Insert.

[ Video on My PC... . NOTE: Audio and video files inserted this way are not
¥ compatible with Adobe Connect.

—~—

Click where you want the audio or video to go.

On the Insert tab, select Audio or Video and select the
“on My PC” option from the dropdown menu.

N

Pecha Kucha (adding timing to slides)

Pecha Kucha is a presentation style that is image-focused and has crisp pacing. Each presentation is 20 slides
long, with 20 seconds each. To create a Pecha Kucha presentation, you will need to turn on timing for the slides.

1. Inthe Transitions tab, under Advance Slide, check the box that says After, and enter the desired
amount of time (for Pecha Kucha, 00:20.00)

My

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

- — -— e - 4, Sound: |[No Sound] Ad Slid
%) Sound: |[No Soun vance Slide
A €« ’ ‘(-5?-)‘ , U |O‘ (_l| d % : .
i” l | = ||I||I| (== - i © Duration: 0200 §° ¥| On Mouse Click
5 - = Effect
ade Push Wipe Split Reveal Random Bars Shape Uncover 2 ﬁAppIyTo All After: |00:00.00

Transition to This Slide Timir?

EPR_Webinar 6_

2. Onthe Slide Show tab, make sure the Use Timings box is

checked IONS | SUDESHOW | REVIEW  VIEV
; Tip: If you’re presenting your slideshow in Adobe Connect, 7 o v!| Play Narrations
¥ the timings function does not work. In this case, you'lllneedto - @._/ 5 [
; : v| Use Timings
have someone manually advance the slides for you. isé:RicordShide:
gs Show~ ¥ Show MediaC ‘
Set Up
4 3 2 10001040
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https://support.office.com/en-ie/article/Insert-a-video-from-your-PC-8f6ca4a9-42d2-4c1e-9f14-124f8c656d1b?ui=en-US&rs=en-IE&ad=IE
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Training and Tutorials

¢ General PowerPoint Guidance

PowerPoint 2013 Quick Start Guide

PowerPoint 2013 Tutorials Video!

¢ Adding, Deleting, and Copying Slides

Insert a New Slide

Add, Rearrange, and Delete Slides

Copy and Paste Slides

¢ Inserting Audio and Video

Inserting Video Video!

Inserting Audio Video!

¢ Pecha Kucha

Pecha Kucha FAQs

Tips for a Pecha Kucha Presentation

Rehearse Timings for a Slide Show Video!
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https://support.office.com/en-us/article/PowerPoint-2013-Quick-Start-Guide-b66ae484-163c-4285-83ef-932b1722adda?ui=en-US&rs=en-US&ad=US
http://www.gcflearnfree.org/powerpoint2013
https://support.office.com/en-au/article/Basic-tasks-in-PowerPoint-2010-35308dfb-792d-400a-b69a-1188b019c66a#__toc255815784
https://support.office.com/en-au/article/Add-rearrange-and-delete-slides-e35a232d-3fd0-4ee1-abee-d7d4d6da92fc
https://support.office.com/en-us/article/Copy-and-paste-your-slides-1fe39ace-4df6-4346-b724-30a6e2c0aeab
http://www.gcflearnfree.org/powerpoint2013/21
http://www.gcflearnfree.org/powerpoint2013/22
http://www.pechakucha.org/faq
http://blog.indezine.com/2012/05/10-tips-to-create-and-present-pecha.html
https://support.office.com/en-ie/article/Rehearse-timings-for-a-slide-show-4fcac25a-d244-4047-b340-c3d683c3f549?ui=en-US&rs=en-IE&ad=IE

